APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICEOF THE SECRETARY O sTATE

. RECORDS MANAGEMENT DIVISION

s e S

INSTRUCTIONS: See Publacat:cm No. 76—-RM-1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avznue, Atlanta, Georgia, 30334, '

Artsntion: Scheduting Section, -

FOR AGENCY USE 1. Agancy Addras - . ) FOR RECORDS MANAGEMENT USE
App"m“’" Care Department of Offender Rehabllltatlon . ] Asplication Nurabier
800 Peachtree Street, NE 8 7. - L 2,3
| Apptication Numbaer Atlanta, Georgia 30365 Recaivad Dats Comptated
Probation Data Section D;;“" 8 1882 LJUL 20 1932 i
2. Parsan to Contact - "Nnrking Title Telaphone Number
Carol Jordon Supervisor, Data Collectlons : - - : 894-5394
3. Aman Requested . : o : _ L |
8. Estabusn Retention Schadule; record will continus ’a accumulate. - ’ !

b, D D;spoa of f present accumulation; no further accumulation am:c:pated
c. [0 Amend Applicaticn "‘Jo...._______._.___,__ Chack One: O Change; (O Supercede: [J Void

4, Dataz of Series 5. Records Ssriaa Title (followsd by tide used in affice: if different}
Earliest Latest o
1974 | Present Probation/Parole Workload Monthly Summary Report
6. Di{.'isi-an and Office Function What is the function of the Division and the Office in which this record seriss is craated?

through documents received weekly from probation field offices for
coding for computer input for tracking of Georgla probationers who

are on both active and terminated status. This information is dis-
tributed thru reports to management in Alph, numeric sequence and by . -
supervisors' caseload for. caseload management purposes.

Probation Data Section is responsible for collecting information

!'

7. Record Serias Description This file contains the following documents fincluds form numbers and titlzs, if an/} '
Attach samples of the file,

Documants relating to: Summarlzing monthly workload activities of probation/parole
B - ' supervisors throughout the State:

indludsd are: 1974 — WREPy Mﬁk, \qe\'l

-

' Monthly computer printouts, DCC form &, showing number of
: ' probationers on caseload, race, sex, number terminated,
number new, total 1nvest1gat10ns, and total conterences.

APY\\ HQ\ WP - present:)

o ope————

Same information but is maintained on microfiche.

File is arranged: by Repion: there under by name of probation/parole supervisox:

8. Moanthly Referance Rate How often are records referred to which are:
One to six monthsold _______.._.; Saven to tweive monthsold .—_______; Thirtesn to twenty-four months old
| twanty- hva months and oldsr ? . : S

9, Annunl Rets of Accumulation of Records
Letter-tize drawars : Legal-size drawers

;Shelves __________; Other (specify) _
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'i'r £5 ’71'5“ 10. Quertionnairs___ (Placs an *7X"" in the croper solumn)
| a. ls this the official copy of the series? ]
.}S.., i not, wihere igit2
b. Do2s the sarias contain confidential information requiring security handling? If yas, cita law or requlistion.
X
X c. Is thiz a vitai record? - o
X d. Doss this serizs have histerical or long term research value?

a. Whan ons or two documents in the fils maka it necestary to keap the entire fils for a long period, cou!d thesa

domm=rubg;MuLML

42 _Vf yes, antach conv,

). tsthe m‘armatlon containegd in this series ever analyzed and/or recorded in 3 sumimarized report?

1 + uwMWd vearly revort

1. Is thers 3 duplicaticn of this serias in your offica, or in another offica or agnncv?

X 1 ves. where?

X WWMMMM as of 1978 rhis print is COM

J&.J. __L. ﬂqgmmmwmm?

11. Retenticn Requirsmants Thc fohawng requires the series to be kzpt:

-a. Stata Law - ' years, | 4. Audigeriad T e i S
b. Stanute of limitation yesrs, e. Administrative need C years.
c. Fagarallaw years. {. Fedaral retention insouctions . , years.

Atmch cogy or excert of laws or regulations. Explafa administrative need.
After 1977 this data is no longer Wng printed out for retention by the Central
Office —— data remains in the Probation Data Bank

!

This agency recommends that the file series ba cut off at the end of eagh:

A"D‘Q‘J&\a Dispasition instructions
T1974 - wemm Nareh, , Ge (galondar Year: O Fiscat Yoar; § Other Immediately e then,

year(s); then

manth(s)

I Hold in the currant files area
1 Trantor to local holding area; hold year(s); then
3 Trarster to State Records Center; hold —LO ___yearls); then

0 Daswoy.
3 Transfer to Stata Archives for permanant retention.

0 Orter (Specity) . : .
o Aprl, 1q@1-Present t . - | _
- present (COM): cut off file monthly; hold in current files area o

1 year, then destroy. :

Thass instructions 2pply to all prior and future accumulations of the series, " S F
AaetcpHesd/Desicnam  {Signaturs) Date Records Managemant Officer LSignature) Date

=~ Stats Records Comemittpp (Signature) ' Dare

S R PPN O R T/,

Racommandations in para- n( : I

graph 12 are approved, State Auditor/Desigi W%MA : ‘M? -‘ ] f”
(if diszpproved, attach letter ' , : : ]
of explination.) Sem of State/Designea 0 Wﬁ j M 7" / é_r?-ga

AR~EO-T1: Rew, TG CRevir W # L

Arctorney General/Designaa / : S 2 __ 6 2.. i




